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Welcome!
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IV. Contract Duration & Closeout

V. Resources

VI. Breakout Rooms



SDOT vision, mission, and values

Committed to 6 core values:
• Equity

• Safety

• Mobility

• Sustainability

• Livability

• Excellence

Vision: Seattle is a thriving, 
equitable community powered by 
dependable transportation.

Mission: Our mission is to deliver 
a transportation system that 
provides safe and affordable access 
to places and opportunities.



Introducing…
Christina Guros, Equitable Contracting Advisor 

SDOT Office of Equity and Economic Inclusion

Christina comes to SDOT from the City’s Office of Immigrant 
and Refugee Affairs where she worked on citizenship 
initiatives and policy for Seattle residents. She has spent most 
of her career in public service and the nonprofit sector, with a 
focus on increasing rights, access, and influence for 
immigrants through advocacy, program development, and 
contracting equity. Christina is a Seattle native who has spent 
time living in the Bay Area and New York City before settling 
back in West Seattle, where she enjoys sharing time with her 
husband, toddler and large dog. 
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Pre-Contract 
Preparation for Primes 
AND Subs

Common things needed to 
work with the City – whether 
Prime or Sub 

City of Seattle License 

Taxes 

WA State License (UBI#)

Correct W-9

OBD Registration 

WMBE Status 

Federal Debarment Check 

Secretary of State 
Corporations Registrations 



Pre-Contract Preparation for Primes

How to find opportunities

Update OBD Registration

Register on ProcureWare

Network & Attend Events

Engage with PMs

Anticipated Project Lists



Pre-Contract Preparation Summary:
Impact for Primes and Subs 

▪ City of Seattle License 

▪ Taxes Verification 

▪ Anticipated Projects 
Lists

▪ Register on 
ProcureWare

▪ Attend Networking 
Events (ex. Working 
with SDOT)

▪ Engage with PMs

▪ Correct Tax ID # 

▪ OBD Registration 

▪ OBD Rosters 

▪ WMBE Status 

PRIMES SUBS



Pre-Contract Preparation Further Info

• City of Seattle license

• State UBI 

• ProcureWare

• OBD Registration 

• WMBE Status 

http://www.seattle.gov/licenses
/get-a-business-license

Online Business Directory

http://bls.dor.wa.gov/file.aspx

SDOT: Christina Guros

https://seattle.procureware.com/

• WA Secretary of State

www.seattle.gov/transportation
/oeei-wmbe

• Anticipated Project Sheets

https://ccfs.sos.wa.gov/#/

http://www.seattle.gov/licenses/get-a-business-license
https://web6.seattle.gov/FAS/Registration/Default.aspx
http://bls.dor.wa.gov/file.aspx
https://seattle.procureware.com/
http://www.seattle.gov/transportation/oeei-wmbe
https://ccfs.sos.wa.gov/#/
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Contract Solicitation & Attainment

• Understanding Contract 
Documentation 

• Heightened client awareness

• Know specs manual/industry 
requirements and manage 
firm’s own knowledge

• What do negotiations look 
like? What is negotiable, 
what is not negotiable?

• Inclusion Plan

RFQ / RFP Responses 

Availability / Timing 

Exposure to City Process 
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Contract Duration & Closeout

• Managing and overseeing your 
own & your subs’ work

• Submitting timely invoices to 
City

• Relationship with PM

• Developing relationships with 
subs

• Managing WMBE goals

• Compliance & B2GNow

• Paying subs promptly

• Closeout evaluation



Invoice Checklist & Sample Invoice 



Sample Invoice



Sample Invoice (Continued)



Prompt Payment to Consultant 

• Payment of an invoice will be issued and mailed to the Consultant within thirty (30) calendar days of receipt of the invoice.

Prompt Payment to Subconsultants

• Payment of an invoice will be made to a subconsultant within thirty (30) calendar days of receipt by the consultant. The consultant 
may establish a monthly cut-off date of (to be established by the Prime) that subconsultants must submit an invoice in order to 
assure 30-day payment.

Subconsultant Payments Reporting Requirements

• The consultant will report payments made to each subconsultant through B2GNow at: 
https://seattleconsulting.diversitycompliance.com/

Contract Compliance  Overview 
on City Projects 

https://seattleconsulting.diversitycompliance.com/


Subconsultant Reporting System

B2GNow

Key features and Benefits

• Online and automated tracking of WMBE utilization
• Real–time payment reporting and verification
• No cost to consultants
• Multiple user accounts
• Progress payment reporting  for each subconsultant



Contract Compliance Process - B2GNow



Email Reminder To Prime

A monthly reminder is sent for each reporting period. 
The email includes a link which will take the consultant 

directly to the report that is due.



Prime reporting a payment to a Subconsultant



Prime Consultant Report 

Tracking WMBE Goal



Performance 
Evaluation



Contract Duration & Closeout Summary:
Impact for Primes and Subs 

▪ Invoice Support 
Documentation

▪ WMBE Reporting

▪ Address RFQ / RFP 
needs

▪ Understanding 
Negotiations 

▪ Understanding Scope & 
Timing changes 

▪ Liability 

▪ Prompt Payment 

▪ Correct Tax ID # 

▪ Complete Invoice 
Support 
Documentation

▪ B2GNow

▪ Cut-off Dates for 
Prime  

▪ Invoice Support 
Documentation for  
Prime 

PRIMES SUBS



Resources



Resources 
• City of Seattle Finance & Administration 

Services (FAS) Purchasing and Contracting 
Website

http://www.seattle.gov/city-purchasing-and-
contracting/social-equity/wmbe

• The Consultant Connection Blog

http://consultants.seattle.gov/category/bids-proposals/

• SDOT WMBE Program Website

http://www.seattle.gov/transportation/oeei-wmbe

• City of Seattle Online Business Directory 
(OBD)

http://www.seattle.gov/city-purchasing-and-
contracting/online-business-directory

• Daily Journal of Commerce

https://www.djc.com

• ProcureWare

https://seattle.procureware.com/

• Northwest Mountain MSDC Technical Assistance 
Program

www.nwmmsdc.org/tas-seattle

• Washington Procurement Technical Assistance 
(PTAC) Center

https://www.washingtonptac.org

• Northwest Small Business Transportation Resource 
Center (SBTRC)

https://www.transportation.gov/osdbu/nw-sbtrc

• Minority Business Development Agency (MBDA)

https://www.mbda.gov/businesscenters/tacoma

• Washington State Office of Minority and Women’s 
Business Enterprises (OMWBE)

http://omwbe.wa.gov/

http://www.seattle.gov/city-purchasing-and-contracting/social-equity/wmbe
http://consultants.seattle.gov/category/bids-proposals/
http://www.seattle.gov/transportation/oeei-wmbe
http://www.seattle.gov/city-purchasing-and-contracting/online-business-directory
https://www.djc.com/
https://seattle.procureware.com/
http://www.nwmmsdc.org/tas-seattle
https://www.washingtonptac.org/
https://www.transportation.gov/osdbu/nw-sbtrc
https://www.mbda.gov/businesscenters/tacoma
http://omwbe.wa.gov/


Questions?

christina.guros@seattle.gov

www.seattle.gov/transportation/oeei-wmbe

www.seattle.gov/transportation


